FMP Ledger Reports

Revised 3/2/06
Un Paid Vouchers: Responsible Person; Purchaser
Purpose: to identify vouchers that have not been paid within the 2-month period prior to current
date and take necessary follow up action.

Find Criteria:

Transactions List Detail

u | Detail Summary | Acct Summary of Found Records | Manthly

“andar Name Diezcription DOC & nitial roj vt S ef Mo Estbm E Enc Dzt Enc fmt

“whucher

Trawel ‘

Request #1: Request #2: Request #3:

Type: Voucher Status: Paid Type: Travel

EstDate: Date range beginning with start of | fnit | | fit |

fiscal year ﬁ;lfyy) to (IZ”" month prior to cumkels »1 | Select Omit sumbeis » | Select Omit

closed month). Example:

9/1/05..10/31/05, if today is 12/1/05. from the left toolbar to from the left toolbar to
omit all records with omit all records with

Enc Amt: = (type equal sign in this field) status of Paid. type of Travel.

Exp Date: = (type equal sign in this field)

Find Results:

Brawse Transactions List Detail
I D
Layout: Main Menu | Ledger Menu | Detail Summary | Acct Summary of Found Records | Monthly | Report o
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. 2006 19167 54000 “oucher Sigma Adrich Inc ethyl iodide 00157260 oks 090108 7320
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Un Paid Travel Vouchers: Responsible Person; Travel Coordinator-Secretary 2
Purpose: to identify travel vouchers that have not been paid within the 2-month period prior to
current month and take necessary follow up action.

Find Criteria:

Transactions List Detail

u | Detail Summary | Acct Summary of Found Records | Maonthly

“&ndor Hame Dezecription DOC&  Initial s o PO Est 8m Enmc Dat  Enc ot

a frravel whoucher 1

Request #1: Request #2:

Type:  Travel Voucher Status: Paid

EstDate: Date range beginning with start of émit w

fiscal year (9/1/yy) to (2" month prior to combae o1 Select Omit

closed month). Example:

9/1/05..10/31/05, if today is 12/1/05. from the left toolbar to

omit all records with

Enc Amt: = (type equal sign in this field) status of Paid.
Exp Date: = (type equal sign in this field)

Find Results:

Browse Transactions List Detail
e
Layout: Main Menu | Ledger Menu | Cretail Summary | Acct Surmmary of Found Records | Monthly
Transact_+ |
Tupe ‘indor Mama 3 n DOC #  Initial % s Proj'r % o PO Est Dat
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| I006 37036 66113 Trawel Woucher Wiang, Shuangya Wiangflos Angele DDATTS0Z el Al 1281 110105 174.00
_p— 2006 37036 46119 Trawel “Woucher Wiang, $huangya WangflLos Angele O0A7TS0Z el A 1281 110108 0.00
Record: 930 .56
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Un Paid SCR’s: Responsible Person; Secretary 2

Purpose: to identify any SCR’s that have not been paid within the 2-month period prior to
current month.

Find Criteria:
Transactions List Detail

u | Detail Summary | Acct Summary of Found Records | Manthly

“wendor Name i DOCH  Initi: = Proj 1 # Enc Dzt Enc At

Request #1: Request #2:

Type: SCR Status: Paid

EstDate: Date range beginning with start of fiscal Emit v

year (9/1/yy) to (2" month prior to closed month) o 1| Select Omit from the left

Example: 9/1/05..10/31/05, if today is 12/1/05. toolbar to omit all records with status of

Enc Amt: = (type equal sign in this field) Paid.
Exp Date: = (type equal sign in this field)

Find Results:

Browse Transactions List Detail
1225
Layout: Main Menu | Ledger Menu | Detail Summary | Acct Summary of Found Records | Monthly
Transactﬂ
2 “wendor Mame Description DOC®  Initial = Pro 5 PO& Est D=t Est Am
. ] 17835 Machine Shop (G October 2004 Dr DG71154 09.01/05 -50.00
{ = | 2006 12063 54a18 SCR UH Residertial i Mexandra Fursin  DE7E7E3  oks OLMA  DO1S  1,425.00
o | 2006 17835 50050 SCR NMF: Shop (Che  Mbrch 2005 Dr.  DGE5355  Ind MR 09.01/05 2178
| 2006 17535 50050 SCR MR Shop (Che  April 2005 Dr. G DAE5255  Ind HAR: 0901105 AT.74
—
| 2006 17835 50050 SCR Glaz=z Shop (Che June 2005 Dr. G DGETATO Ind [} 0901705 -15.00
Record: | 2006 17235 50050 3CR Bectronic Shop ( June 2005 Dr. Lt D&G5273  Ind Es 09,01 /05 .00
1 | 2006 17835 50050 SCR Bectronic $hop { July 2005 Dr. G DA020582  Ind ES 00401705 3200
Eauml | 2006 SCR Research Stores August 2005 Dr.  DG86519  Ind 094205 2,244.18
46 | 2006 53865 SCR Bectronic $hop { August 2005 Dr. DGOZF0S  Ind 09/29/08 3.00
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Un-Expended Transactions: Responsible Person; Processor/Creator of Document
Purpose: to identify any transactions older than 60 days that have not expended on PeopleSoft.
Follow up and resolve.

Find Criteria:
All Find Requests should include the following (from the Transactions Detail List layout):

. EstDate: Date range beginning with start of fiscal year ( 9/1/yy) to
Ener come 60 days prior to closed month. Example: 9/1/05..10/31/05, if

Est Dat Est frn |:','|::. Enc Oat  Enc fmt ;-,: ;.I Exp Dzt tod ay i S 1 / 1 /06

09.01405.. = =

Enc Amt: = (type equal sign in this field)
Exp Date: = (type equal sign in this field)

The criteria to enter in the “Type” field will vary by individual running the report:

Purchaser: Responsible Person; Purchaser
To find un-expended Vouchers, type VVoucher in the “Type” Field in addition to the criteria listed above. Also, add
a 2" request to omit type Travel.

Transactions List Detail

:nu | Detail Summary | Acct Summary of Found Records | Maonthly

‘endor Name Dezcription DOC ¥ |nitial Status  Proj’r Sub fect Ref Ho
“bucher 090108,
! T TE ) f V¢ ;
[ Tawe i H i Hi i

To find un-expended Procurement Cards, type Procurement in the “Type” Field in addition to the criteria listed
above.
i e

“aandar Name Description DOC#E  |pitial Status  Projr Sub foct  Ref Mo ] <t Ol =t A pyp Enc Dat  Enc Amt
Procuremert Car 080105,

Travel/SCR Billing Clerk: Responsible Person; Secretary 2

J'I'o find un-expended Travel Vouchers and Travel Requests, type Travel in the type field.

ENC/
Type ‘endor Mame Dezcription OOC#  |nitial Status  Projir ¢t Ref Ho FOH Est Dat Est Arn cyp Enc Dat  Enc Smit

Il

To find un-expended SCRs, type SCR in the

DOC #

type field.
S EMCY

‘wisndor Name ption Imiti us  Froj'ir S f ief Mo 0 Est A :-,-:T" Enc Dat  Ene At

I

To find un-expended Gifts, type Gift in the type field.
To find un-expended Deposits, type Income in the type field.

Budget Journal Processor: Responsible Person; Financial Coordinator

To find un-expended Budget Journals, type Budget in the type field.

C:\Documents and Settings\lria\Desktop\Reports_Ledger.doc



Financial Assistant: (He will distribute)

To find all other document types not included in any of the above find criteria, add multiple records to omit each of
the document types above, or find each of the remaining document types individually (Journal Entry, Fees,
Scholarship, Work Request, etc). This report should be reviewed to identify all other un-expended transactions and
assign it to appropriate individuals for follow up.

Find Results:
Note: Some of the records may have a Status of Paid, others do not. Follow up as appropriate.

Notes:

If transaction Status is marked Paid, the document was submitted to DBA for signature and then
to applicable UH department (AP, Gen Acct) for payment. Look up the document in PeopleSoft
to see whether it is posted/paid. If it is, notify the reconciler that the transactions is paid per
PeopleSoft and follow up is needed to find out what cost center it posted to and reallocate if
needed.

If transactions Status is not marked Paid, the FMP record may not have been updated to reflect
actual status, or the transaction is not yet processed for payment.

Browse Transactions List Detail
1EE
Layout: Main Menu | Ledger Menu | Detail Summary | Acct Summary of Found Records | Menthly Report .
Transact_»| . gl
P Wwendor Name DOCH Imitial Ststus  Frojr Sub Acet Ref Ho PO Est Dat Est b F:
P 1 19167 “whiucher Sigma Adrich Inc ethyl iodide O0157260 oks 090105
T _\- CIO0G 1TE3S A4006 “whucher Laser Cartridge C toner cartridge DO2S2ET2 oksA Paid MMWR 09/01./05 .00
+ CZO0G 19167 &38R SCR Bectronic Shop ( Oec. 200% - Und  DEGETF26  Ind Paid I 090105 350.00
— CkOOG o 17835 50050 SCR Chemistry Faciit Dec. 2003 - Und DGGTFI6  Ind Paid E3 09/01.05 -350.00
CIOOG 18324 54006 “whucher Herbert Flake simplex access ¢ 00353264 oks step? 09/01.05 37820
Record: L2006 17835 54006 SCR Research Stores har. 2004 - NMR  DBG3577 Id  Paid MR, D/ 05 32.32
1 CIOOG 13334 64361 Requisition  Fisher Scientific  spectronic 20, is oks ALL 3148 a1 090105
Found: 2006 17836 S00&0 SCR Bectronic Shop ¢ June 2004 Dr. B DE74239  Id Paid ES 090105 -6.00
793 2006 18334 A2601 Requisition Didactic System x-ray apparatus, uks 316 9345 0ay0./05
Tatal: 2006 19167 54000 “wouzher Fisher Scientific  polyphosphoric a aks 0ay01./05 9527
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